APPLICATION FOR RECORDS RETENTION SCHEDULE D O T e e VLS AN MIETORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—&M—1 for instructions on completing this form. i:orward signed orlgunal 10

Departinent of Archives and History, Records Management Division, 33) Capitol Avenve, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

"FOR AGENCY USE 1. Agency Address ' - ' FOR RECORDS MANAGEMENT USE
| Aeplication Dete — Department of Education ' Application Number
Office of Administrative Services 8 2— qo
T Application Number Facilities and_Transportati_on Division {Dew Received Date Completed
Atlanta, Georgia 30334 | MAY 6 1982 IMAY 16 1982
2. Person to Contact Working Title _ Telephone Number
Beverly Drake “ Principal Secretary 656-2440

3. Action Requested
a. Establish Retention Schedule; record will continue to accumuiate,
b. [ Dispose of present accumuiation; no further accumulation anticipated.

c. [0 Amend Application No. Check One: T] Change; [ Supercede; [0 Void

"1 4. Dates of Series 5. Records Series Tithe (followed by title used in office; if different}
-] Earliest  Latest

I Present

Facilities ~‘and Transportation Pivision Correspondence F11es

-1 6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Facilities and Transportation Division is responsible for determining facility
and transportation needs of the 187 school systems and for securing adequate
financial support to satisfy these needs. The Division assists local school systems
with the development of local facility plans and with the development of school bus
transportation routes. It provides for the equitable distribution of state capital

outlay funds and the distribution of state funds necessary to transport students
to and from school.

These services are provided through the Division Director, a Factlities Section
staff of 13 and a Pupil Transportation Section staff of 9.

7. Record Series Description This file contains the fo!lowmg documents {include form number: and titles, if any):
o Attach samples of the file.

Documentsrelating to:  corresponding with office heads, division directors, unit heads,
other Department staff members, other state agencies, architects, lawyers, parents,
legislators, and other individuals,

Includedare: copies of correspondence, memoranda, etc., concerning all areas of
responsibility, excluding local school systems.

Fiki’”‘"ﬂed: alphabetically by office, agency and/or‘ person; chronologlcally

N by date. . . s L LYl

8. Monthly Reference Rate How often are recocds referred to which are: -
Onetosixmonthsold " _..; Seven to twelve months old_____; Thirteen to twenty-four months old ;
_twenty-five monthsand older _______-*2 ‘

9. ‘Annudl Rate of Accumulation of Records =+ ,

Lgner-suzgidrms — ‘l_.ega!-ssze c_!rawers__t_\_ :Shetves _____; Other {spacify)

AR-50-71. Rev.76 o (Qver)




YES

NO {10. Questionnaire  {Place an X" in the proper column)

. Is this the officia! copy of the series?
lf not, where is it?

b. Does the series contain confidential information requiring security handling?  1f yes, ,cate faw or regulation,

c. Is this a vital record?

>

d. Does this series have historical or long term research value?

MKMLEQME'

N/A ¢. When one or two documents in the file make it necessary m keep the entire fite for a long period, could these

X1 1 fsthe inf ion ined in i i f ye

x| 8 s the mfal'matuon contained in this series ever analyzed mdlor recovded in a summanzed report?
if yes, attach copy. i

X h. is there 2 duplication of this series in your office, or in another offme or agency?
M ves, where?

X | i Vs this series for 2 major portion of itl regilarly microfilmed?

1"

X1_j. Does the record series resplt in a computer printosrt?

Retention Requirements The following requires the series to be kept:

a. State Law years. d. Audit period

years.

b. Statute of limitation years. €. Administrative need - 2

years.

years.

c. Federal law_ - _ ——years. 7‘ ~_f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need.

e S

12

Approved Disposition Instructions ~ This agency recommends that the file series be cut off at the end of each
T ) - ‘D Calendar Year: X Fiscal Year O Other :

EX Hold in the current files area ________ month{s) __2___ year(s}; then
O Transfer to local holding area; hold _________ yearls); then

O Transfer to State Records Center; hold _'__'_.___ve'ar(ﬂ; then

kX Destroy. ' S

O Transfer to State Archives for permanent retention.

O Other {Specity)

These instructions apply 1o all prior and future accumulations of the series.

—_then,

Recommendations in para- ( =)
‘| graph 12 are approved. State Auditor/Designee W

{If disapproved, attach letter o -
of explanation.} Seu‘ea%atefﬂesigm @ W M

Records Management Officer (Signature)

Date

E/gL[?L

2 | Bk % Boempdis

State Records Commi ture)

Date

S=/8-

S-17-

Z-L2 |

e
Attorney General/Designee _ oty ]
AR—S0—71; Rev. 76 Reversa >



